
 

INTERESTED? 
 

Interested  candidates  must  submit  an 
online  application  and  supplemental  in‐
formation  which  is  available  at 
www.TorranceCA.Gov/523.htm.  The 
application filing period begins December 
9, 2013 at 7:30 a.m. and ends January 9, 
2014 at 5:30 p.m.  Only those candidates 
most  qualified will  be  invited  to  partici‐
pate  in  the  examination  process.    This 
will consist of: 
 

Supplemental Application (qualifying) 
Performance Exam (weighted 40%) 

Oral Exam (weighted 60%) 
 

Test dates are to be determined.   Please visit 
our  webpage  under  Recruitment  Status  for 
current information and updates. 
 

As  a  condition  of  employment,  candidates 
must  pass  a  background  check  and  pre‐
employment medical examination. 
 

Applicants with  disabilities who  require  spe‐
cial  testing  arrangements  must  contact  Hu‐
man Resources prior to the final filing date. 
 

The  provisions  of  this  announcement  do  not 
constitute  an  expressed  or  implied  contract 
and  any  provisions  contained  in  this  an‐
nouncement  may  be  modified  or  revoked 
without notice. 

 

Starting pay  is $17.16/hr  (Step 1).  The hourly salary range is based on a seven‐step 
pay grid and employees typically begin at Step 1, with advancement through the steps 
based on performance.   
 

POSITION OVERVIEW 
 

Torrance CitiCABLE    is our  city’s  award‐winning  government  access  cable  television 
channel, which has provided quality television programming for the community since 
1983.    Programming  includes  live  coverage  of weekly  City  Council meetings,  along 
with weekly news on “This Week  in Torrance.”   CitiCABLE   programming has  some‐
thing for everyone, from business to youth, from seniors to teens. 
 

The City of Torrance  is seeking an experienced  television producer with exceptional 
news writing and producing skills, and an on‐camera presence, to write and produce a 
weekly news program along with producing a  range of other shows  including docu‐
mentaries, feature stories, profiles and news stories for the City. 
 

Schedule 
Although the Assistant Producer/Writer normally works a 9/80 schedule with alter‐
nate Fridays off, the Cable TV Department operates 24 hours a day, 7 days a week.  
Potential overtime or shift adjustments will be required to accommodate lengthy pro‐
jects or weekend productions. 

Education and Experience 
Any combination of education and experience that provides the required knowledge 
and skills is qualifying.  A typical way to obtain the knowledge and skills would be: 
 

Two years of college coursework in journalism, technical or non‐fiction writing, televi‐
sion production or a related field; and six months of experience in a commercial, non‐
commercial, educational or governmental channel or station. 
 

License and Certification: 
A valid California Class C driver’s license. 

SALARY 

CANDIDATE PROFILE 

IDEAL CANDIDATE 
 Degree in Broadcast Journalism. 

 Demonstrates experience  in  all  areas of  television production  from  coordinating 
shoots to writing scripts and hosting regularly scheduled programs. 

 Experience reading from a teleprompter. 

 Experience ad‐libbing on‐camera on a wide range of topics. 

 Understanding of sourcing, developing and presenting public information. 

 Exceptional interpersonal skills to interact with news subjects, audiences, City staff 
and officials and local dignitaries. 

 

If you have questions regarding this position, please direct them to CitiCABLE@TorranceCA.Gov.   

Human Resources ∙ 3231 Torrance Blvd. ∙ Torrance, CA 90503 ∙ www.TorranceCA.Gov 

Phone: 310.618.2915 ∙ Fax: 310.618.2995 ∙ E-mail: JobInfo@TorranceCA.Gov 

Cable Television Assistant Producer/Writer  

The City of Torrance is currently accepting applications for 

>Excellent health, dental and vision plans  
>Tuition reimbursement program 
>Thirteen paid holidays 
>Retirement  benefits  through  CalPERS.  
All new hires will be enrolled  in  the  for‐
mula  2%  at  62  retirement plan which  is 
funded  through  contribution  from  both 
employer  and        employee.    Employee 
contributes 7% on a pre‐tax basis. 
>Employees  currently  contribute  6.2%    
toward Social Security and 1.45% toward 
Medicare. 
>For more details, visit our Benefits web‐
site at http://cottest.webs.com/. Benefits 
pertinent  to  this  position  are  covered 
under the TPSA‐MOU group.  

BENEFITS 

JC 13121326—KF 

mailto:CitiCABLE@TorranceCA.Gov�


CITY OF TORRANCE 
Assistant Producer/Writer 

Supplemental Application Questionnaire 
Job Code 13121326 

Your responses to the following questions will assist us in evaluating your qualifications for the 
position of Assistant Producer/Writer.  Written responses, if any, may be assessed for ability to 
convey information concisely and effectively. PLEASE NOTE: ALL INFORMATION CONTAINED IN 
THE RESPONSES TO THIS SUPPLEMENTAL APPLICATION MUST ALSO HAVE BEEN CLEARLY 
NOTED IN THE PRIMARY APPLICATION FORM UNDER THE APPROPRIATE SECTION SUCH AS 
DUTIES, EDUCATION, CERTIFICATIONS OR EXPERIENCE.  

1. Do you possess two years, or more, of college coursework in print journalism?  

            A.  No ____ 

B. Yes_____ (number of years ________) 

 

2. Do you possess two years, or more, of college coursework in broadcast journalism?  

            A.  No ____ 

B. Yes_____ (number of years ________) 

 

3. Do you possess a degree in broadcast journalism?  

            A.  No _____     

            B. Yes- Associate Degree_____ 

            C. Yes-Bachelor Degree _____ 

            D. Yes-Advanced Degree _____ 

 

4. If you do not possess a degree in broadcast journalism, do you possess an alternate degree? 

Please state Degree and concentration/major_____________________________    

 

5. Do you possess hands-on television production experience? (Note: Experience must be converted to 
full-  time-equivalent of 40 hours/week.)    

A.  No.  _____ 

B. Yes-6 months to 1year_____  

C. Yes-1yr to 2.5 yrs_____ 

D. Yes-2.5yrs or more-Please specify total_______________ 

 

6. Do you have experience producing news programming? (Note: Experience must be converted to full-
time equivalent of 40 hour/week.) 

A. No _____     

B. Yes-6 months to 1 year_____  

C. Yes-1yr to 2.5 years______ 

D. Yes-2.5 yrs. or more-Please specify total ________________  



 
7. Please list any additional experience related to broadcast journalism, writing for television or television 

production and specify the amount of full-time equivalent (40 hrs/week) experience in each. Additional 
space/pages may be utilized, but please be concise and specific. 

 

A. __________________________ 

B. __________________________ 

C. __________________________ 

D. __________________________ 

E. __________________________ 

 

8. Please indicate the length of your experience writing news stories for a news organization (print or 
broadcast professional/non-student). If your writing experience is not in news, please indicate length of 
experience in other categories.  Please state experience in full-time (40hrs/week) equivalent. Entry may 
be expressed as a decimal-2.5 for example.) 

A. Print News (number of years ________) 

B. Broadcast News (number of years ________) 

C. TV (number of years ________) 

D. Film (number of years ________) 

E. Print Newsletter (number of years ________) 

F. eNewsletter or online publication (number of years ________) 

G. Other ___________ (number of years ________) 

 

9. Please indicate your experience on-air (list all past jobs on TV.) Please state your experience in full-
time (40hrs/week) equivalent or specify alternate frequency-daily one hour, weekly two hour etc. A body 
of work may be provided on separate sheets attached to this form, if appropriate, but please be concise 
and specific. 

A. Broadcast News (number of years ________) 

B. TV Hosting (number of years ________) 

C. TV Acting (number of years ________) 

D. Film Hosting (number of years ________) 

E. Film Acting (number of years ________) 

F. Online Hosting (number of years ________) 

G. Online Acting (number of years ________) 

H. Voice Over (number of years ________) 

I. Other________ 

10. Please indicate your experience producing shows. Please state in full-time (40hrs/week) equivalent. 

A. Broadcast News (number of years ________) 

B. TV (number of years ________) 

C. Film (number of years ________) 

D. Online (number of years ________) 
 



11. Do you have professional experience as a TV camera operator and/or program director using camera 
equipment? Please state experience in full-time (40 hrs/week) equivalent. 

A. No.  _____ 

B. Yes_____ (number of years ________) 

 

12. Do you have professional experience as a TV editor? Please state in full-time (40hrs/week) equivalent. 

A. No.  _____ 

B. Yes_____ (number of years ________) 

 

13. Do you have experience leading and/or directing production staff and/or talent? Please state in full-time 
(40hrs/week) equivalent. 

A. No.  _____ 

B. Yes_____ (number of years ________) 

 
14. If yes (#13), please briefly describe your experience overseeing and being responsible for the 

performance of staff or crew related to TV production. 
 

 
 
 
 
 
 
 
 

I certify that the information I have provided is true and accurate to the best of my knowledge.  I understand 
that this information is subject to verification and that misrepresentation may cause me to forfeit all 
opportunities to be considered for employment with the City of Torrance. 
 
 
 
Print Name:         
 
 
Signature:         Date:      


	Cable Television Assistant Producer/Writer 
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